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Please complete the form below, at least six weeks in advance, and be as specific as possible.  In order to research, coordinate, and schedule virtual field trips (VFTs), we need the following information:

-------------------------------------------------------------------------------------------------------------------- 

District/School:

Teacher Name:   
Teacher Email: 
Teacher Phone (if available): 
District: 
District Address (in case materials must be shipped):
--------------------------------------------------------------------------------------------------------------------
Curriculum topic, lesson, or name of chosen program and provider: 
Specific month VFT requested: 
Specific dates that work for the teacher: 
Exact times that work (most VFT's run 45 minutes):

-------------------------------------------------------------------------------------------------------------------
Number of students: 
Grade level: 
Number of classes needing the VFT:
Has your administrator approved funding?           Yes/No
Notes:

-------------------------------------------------------------------------------------------------------------------
Where will we deliver the program:  (i.e. DL room or teacher's classroom)

· Mobile Polycom (provide IP address of the video device):  OR
· Polycom fixed in the regular distance learning room:  (provide IP address of the fixed video device) OR
· Will the program be delivered into your regular distance learning room over the fiber network?  
-------------------------------------------------------------------------------------------------------------------
Please note:

· If the VFT will be delivered to multiple classes, this info is required for each teacher.
· We need at least six weeks notice for each VFT request.
· Be sure to comply with your district’s VFT and equipment usage policies.
· Also, be sure that your administration has approved funding for this VFT, if applicable.
--------------------------------------------------------------------------------------------------------------------
Jenny Burroughs
Support & Scheduling

jenny_burroughs@caboces.org

Phone:  716-376-8270

Fax:  716-376-8458

Virtual Field Trip Request Form
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Website:  www.caboces.org























